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NONAPPROPRIATED FUND POSITION DESCRIPTION

JOB TITLE: Materials Handler POSITION NUMBER 01-030A

JOB SERIES: 6907 PAY LEVEL: NA-5

Summary of Duties: Performs a wide range of warehousing activities, including receiving, storing, and shipping a
variety of supplies, materials, equipment and resale merchandise. Receives, unloads and processes incoming
shipments/trucks. Reports over, short, or damaged conditions. Completes and signs shipping and receiving reports.
Routes material and equipment to correct locations or storage areas. Stacks, bins, rotates and marks/prices stock in
accordance with standard warehouse procedures. Locates, accesses, loads, and moves material for shipment and
verifies or prepares documents either manually or by using automated equipment such as computer terminals and
bar code wands to read, store, track and prepare materials documentation. May operate warehouse tractors, fork lifts,
tugs and trucks, and other general purpose vehicles and perform routine operator maintenance. Counts types and
quantities of items during inventories. Recounts or searches other storage locations to assist in determining the basis
for over, short, or misplaced items.

Performs other related duties as required.

Skills and Knowledge: Knowledge of overall warehousing plan and accepted warehousing methods, procedures,
and techniques of material handling. Ability to operate mechanized equipment including utility vehicles, fork lifts,
mobile stock selectors, and automated equipment such as, optical readers, scanners and computer keyboards. Ability
to process and independently complete shipping and receiving documents to insure correctness of quantities,
identification criteria, and labeling. Skill in stacking, moving, and arranging items on pallets using pallet measuring
gauges and automated devices to insure proper height, weight, and other load and storage requirements are met.
Driver's license is required.

Responsibility: Receives general instructions from supervisor. Assignments are completed within the general
warehousing plan and without instructions on the methods, procedures, or techniques to use. Observes all required
safety procedures. Work is reviewed for compliance with general guidelines and results achieved.

Physical Effort: Works on hard surfaces and in work areas that require standing, stooping,bending and working in
tiring and uncomfortable positions. Frequently lifts and carries weights up to 40 pounds. May handle heavier items
with weight handling equipment or with assistance from other workers.

Working Conditions: Work is performed inside or outside in areas that my be hot, damp, cold, drafty, or poorly
lighted. Exposed to possibility of cuts, scrapes, bruises, abrasions, falls, and injury from falling stock. Work may
require protective clothing.



